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PREFACE 


The subject of computers is approached with feelings of 
excitement, awe, fascination and intimation,In both 
workplace and home, computer has become an essential 
aid, and as time goes by, they have an increasingly 
familiar place in everybody's lives and at all ages. 


This book deals in a very friendly manner in the 
preliminary concepts on Computer concepts, Windows 
Operating Systems, Ms Paint, Sepreadsheet and 
concepts of Internet. 


Although, this book is meant for pupils for class Il, as a 
follow up of the text written for junior classes, it could also 
be treated as an independent text and general readers 
will also find it useful. 


Happy Computing ! 
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My Computer 

Advantages of using a Computer 
Hardware and Software 

Activities we can do on a Computer 
How to start a Computer 

Taking care of computer and Keyboard 
Input and Output 

Working with Data 

Keyboard 


Peripheral Devices 

Storage Device 

Working with Windows 
Entertainment through Computer 
Painting through Computer 
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Knowing about the Internet 
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What is a Computer? 


A Computer is an electronic device capable of solving problems by, 
accepting data, processing data at a very high speed and giving out 
the desired results. 


Let us understand the advantages of using a computer. 
TRAN 


> Computer works at a very high speed. It can do a 
job within a fraction of a second. 


* Computer can work continuously for several 
hours. It never gets tired. 


* Computer is always accurate. It 
never makes mistakes. 


*  Computercan store huge amount of 
data. 


What is Hardware ? 


Hardware is any part of the computer that we can touch. It is called 
hardware because it is hard. 

The hardware parts of a computer which are visible from outside are 
Monitor, mouse, keyboard, cabinet, speakers etc. 


The hardware parts of a computer which are placed inside the cabinet 
and thus are notvisible from outside are: 


Motherboard, Central Processing Unit (CPU), Hard disk drive, Floppy 
disk drive, RAM etc. 


Hardware parts inside the cabinet not visible from outside 


What is Software ? 


Software consists of programs that tell the computer what to do and 
how to do. 


Software may be defined as a set of instructions or commands given 
to the computer in the form of Programs. 


Without the software the computer will become totally useless. 


The software programs which are used to run the computer are 
known as Operating System software ; others are used in doing some 
specific activity these are known as Application software. 


Some examples of operating software are : 
Windows 95 

Windows 98 

Windows 2000 

Windows XP 

Linux 


YAY NY 


Y 


Unix 


[ Ask your teacher which operating software is installed in 
your school’s computer ? | 


Some examples of application software which we will learn in our 
higher classes: 


> Word processing 

> Database Software 

> Spreadsheet software 

> Desktop Publishing Software 


Word processing software help us to write letters, 
stories, poems etc. Anything we can write with a 
pencil and paper can be written through word 
processing software. 


Database Software help us to prepare lists and also helps to find out 
different information. Example of lists can be : í 


List of names of your friends and their nue . weton 


birthdays 


List of names of your friends and their 
addresses. 


jt 
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Spreadsheet software deals mainly with ê LE 
numbers and help us to do different calculation 5 nO N m 
with these numbers. Calculation means a i a a 2 
additions, subtractions, multiplications and 


many more. 


Desktop Publishing Software 
helps us to create the layout 
of text books , newspapers, 
comic books etc. 


> Do different types of calculations 
at a very fast speed. 


» Design cartoons and pictures. 


> Play computer games. 


> Play music or watch a movie. 


> Design greetings 
cards. 
[ say birthday 
card, new year’s 
card] 


> Store the names of friends, their addresses, their birthdays. 


Starting a computer is very easy. Computers work on electricity. 
So every computer is connected to a power supply. 
.To a start a computer follow the given steps : 


Step 1: 
Switch on Power Supply. 


Step 2: 
Switch on the CPU by pressing 
the Power Button in the cabinet. 


Step 3: 
Switch on the Power Switch of 
the Monitor. 


a 


Since a computer is made up of several delicate electronic 
components it needs proper care and dust free environment. 


How do you keep the computers clean? 


>i 


Clean the external parts of your computer 
regularly with a soft, clean and dry cloth. 


Take off your shoes outside the Computer 
room to keep away dust from computers. 


Computer Room 


Use dust cover on the computers when not in 
use to prevent dust from entering inside the 
computers. 


Keep the computer tables and the computer room clean to keep 
away the dust. 


Keep the computers away from direct sunlight. 
For a Computer room an Air Conditioned room 
is preferable. 


Taking care of the keyboard : 


(=) 


‘the keys of the keyboard. 


Do not keep any food or drinks 
near the keyboard. In case any 
drinks spills on the keybaord, the 
keyboard might get damaged. 


Do not hit the keys too 
hard. This might damage 


Clean the keyboard with clean, soft and dry piece of cloth 


regularly so that dust cannot enter the keyboard. 


Have you seen your mother using a washing machine.How will you 
wash your dirty clothes? 


e Cleaning your dirty clothes 

Step 1: Input 

You put all your dirty clothes inside the 
washing machine. You also put the 
detergent and the water. 

Step 2: Process 

You switch on the washing machine. The 
washing machine does the cleaning job. 

Step 3 :Output 

You take out your clean clothes and allow it to dry. 


€ Preparing of ice from water 

Step 1: Input 

You put water in an ice tray. 

(Water is the input) 

Step 2: Process 

You put the tray inside the freezer of your 
refrigerator for some time. 

Step 3: Output 

You take out the ice from the ice tray. 


€ Arranging of jumbled numbers 

Step 1 : Input 

Say you put in jumbled numbers in the following manner in your 
computer. gi. 45, 3,25 175,0, 8. 
Step 2 : Process 

The computer works on (processes) these numbers. 

Step 3 :Output 

The computer unjumbles the numbers and displays the numbers 
in an arrangement you like. 1, 2, 3, 4, 5, 6, 7, 8, 9. 


Fill in the blanks by choosing from the appropriate words 
given below: 


€ Photograph @ Frying Pan @ Toasted Bread e Cloth @ Orange 


Computer works with Data. 
What do we mean by “Data” ? 


Data can be words. 
For e.g. Sachin, Sourav, Computer are 
all examples of data consisting of words. 


Data can be numbers. 
For e.g. 12345, 99876, 5, 6, etc. are 
examples of data consisting of number. 


Data can be pictures. 
The pictures on the screen are all 
examples of data. 


Data can be sound. 
For e.g. Any music, songs are examples of 
data consisting of sound. 


Sachin 
Sourav 


Write next to each picture of data whether it is a number, a 
picture or a word. 


i 4 

ii. 3993 

iii Picnic 

iv TP 

"444 

vi Today is Sunday 

vii 50 x 5 = 250 — 


viii 


We have already learnt that Computer is an electronic device capable 
of solving problems by accepting data, processing data at a very high 
speed and giving out the desired results in the form of processed data. 
This processed data is also known as Information. A Computer can 
also store huge amount of data. 


What do you understand by entering data ? 

Entering the data means sending the data into the computer’s 
memory using a keyboard or a mouse. Data can be words, numbers 
images etc. Say, if we type in our name, address through the 
keyboard it forms the data. Again if we draw a picture with our mouse 
it will form data. Thus all this data which is fed in a computer forms 
the INPUT. 


The data that we feed in a computer is called Input. 


What do you mean by processing of Data ? 

Processing of data means doing calculations or comparing data. A 
computer can process huge amounts of data at a very high speed. 

Say, if you want to add two numbers 98765 + 56789, the Computer 
will process data. In this case processing will mean the “addition” of 
the two given numbers. 

INPUT device of a computer is used to feed data and commands into 
the computer’s memory. 

The processing activity is done inside the computer by the Central 
Processing Unit which is also known as the CPU in short . The CPU 
can do calculations on data and also carry out comparisons of data 
at avery high speed. 


What is output ? 


After processing of the data the results are given out by the computer 
to the user. This result is known as the output. 


The output can either be displayed on the monitor or can be printed 
using a printer. 

Let us add the following numbers 10,20,30,40,50,60,70,80,90,100 
through the help of the computer. 

At first you have to enter all these numbers into the computer. 


The computer will in turn add up (process) all these numbers using 
appropriate software and display the result as 550. In this case the 
result from this addition will be known as the output. 


Storing the Data 


Computers can store large amount of data. We can get back (retrieve) 
the stored data whenever required. 
Just the way we have a brain where we store our lesson in school; the 


computer also has a memory device where data is stored. There are 
two kinds of memory in the computer . 


The temporary memory device is placed within the computer which 
can store data till the computer is on. This memory is known as RAM. 


To store data permanently the computer uses storage devices like 
Hard Disk, Floppy Disk, Compact Disk (CD) etc. 


played on the monitor disappears. Thus the output which is available 
on the monitor is known as “Soft copy". 


What is an Input Device? 
An input device is used to feed commands and data into the 
computer. 


The keyboard and the mouse are the most commonly used input 
devices. 


What is an Output Device? 

The monitor of the computer is used as an output device. The monitor 
provides an output which is temporarily available on the screen 
because as soon as the power is switched off all the data displayed on 
the monitor disappears. Thus the output which is available on the 
monitor is known as “Soft copy”. 

The other most important output device is the Printer. The output 
from a printer is generally obtained on paper. Since the output ona 
paper can be stored permanently it is known as “Hard Copy”. 

A computer may also be attached to a set of speakers which 
gives out the various sounds or music from the computer. The 
speakers are thus examples of output device. 


Which are the Peripheral Devices? 


A computer may also be attached to some additional devices to carry 
out some specific jobs. Examples of such peripheral devices are 
Joystick, Scanner, Modem, Webcam etc. The peripheral devices such 
as a scanner and a webcam are also input device whereas a modem is 
a communication device. The activity of each of these devices wiil be 
taught to you in the later chapters. 


State True or False against the sentences given below. 


i. 
>. 
ii. 
iii. 


iv. 


viii. A Computer works on electricity. 


xv. Acomputer can talk through its speakers. 


i. Acomputer gets tired very fast. 


. Acomputer can play games. 


A Computer can dance. 


A Computer can play music. 


A Computer can eat cake. 


A Computer can store data. 
A Computer can store water. 


A Computer can walk on the road. 


. AComputeris very accurate in performing its job. 


A Computer can perform numerous calculations very fast. 


A Computer can have coffee. 


A Computer created man. 


i. Mancreated Computers. 


Fill the blank spaces by choosing the appropriate answers 
from the choices given : 


vi. 


viii. 


A computer is an device. (manual / electronic) 
A computer can work at a very speed. ( high / 
low) 

A computer is always . (accurate / wrong) 

A computer can store ( huge / little ) data in its 
memory. î ! 


A computer .— . . (hever / always) gets tired. - 


A computer can play (basket ball / music) 
i. A computer Dips M M to play music. 
(speakers /mouse) 


A speaker is attached to a computer to produce 
(sound /picture) 


A computer works on (electricity / sound ). 


A computer can help us in (drawing cartoons/eating 
chocolates) s 


We can store data in . (Hard Disk / Mouse) 


Identify the following pictures: 
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Layout of a computer keyboard 


A keyboard is an input device. A keyboard has many buttons on it 
called "Keys". A keyboard has keys containing all the letters of the 
Alphabet from A to Z, all numbers from 0 to 9, and many other 
keys also. 


We use the keys to input words, numbers, symbols and also to give 
instructions to the computer. 


You will notice that the keyboard has all the buttons of the 
Alphabet but not exactly in the alphabetical order. Look at your 


Wes and fill in the missing letters in keyboard layout given 
elow. 


Getting to know about the different keys: 


> Examples of Alphabet Keys 
[Q] [R] 
Each of these keys help us in typing text. 
» Examples of Number Keys 
| [6] 
Each ofthese keys help us in typing numbers. 
» Examples of Function Keys 
[F1] [F2] [rs] [F4] [F5] 
Each of these keys have special functions to help the user. 
» me of ESSI n 


These are Ear while Bagh: Dn der d 


» Examples of Arrow Keys 


[e ERÎ NR 


These keys are used to move the cursor in different directions of the 
screen. 


Writing names through the keyboard : 


Can you type your name through the keyboard? 
Let us type a name : rahul dravid 


You will find all the letters are typed in small letters. (Small letters are 
also known as lower case letters) 


When you write a name the first letter should be typed in capital 
letter. (Capitalletters are also known as uppercase letters) 


Totypea capital letter, press the Shift key with the one finger and the 
first letter of the name with another finger, now the first letter is 
typedin capital Rahul. 


If you now release your finger from Shift key all the remaining letters 
will be typed in lower case. 


We can use the shift key to make capital or upper case letters. 
How many shift keys do we find in our keyboard? 
We have two (2) shift keys. 


In order to write all the letters ofa word in capital letters we can use a 
key known as the Caps Lock key.As soon as you press the “Caps 
Lock” key you will find the caps Lock key indicator light glowing on 
the keyboard. 


Whatever we type will be displayed on capital(upper case)letters. 
Pressing the Caps lock key once again will switch off the glowing light 
and thus no more capital letters will be typed. 


Write your name in uppercase letters using Caps Lock key. 


Write your name with the first letter of your first name and first letter 
of your last name in uppercase using Shift key. 


I rrr 


Write your father’s name using uppercase letter using Caps Lock 
key. 


EN NM rd 


Write your father's name with the first letter of your first name and 
first letter ofyour last name in uppercase using Shift key. 


Correcting mistake through the keyboard: 


While typing we may sometimes type a wrong key by mistake.Say 
instead of typing the word “ SCHOOL * we may type *SCHOOOL" . We 
find there is an extra “O” in the word. 

We can get rid ofthe mistake by using the DELETE key. 


Do you have a Delete key on your keyboard ? 

First move the cursor to the mistake and press the delete key. 

The mistake will disappear and the other letters will fill the space. 

We have seen that there has been a mistake in writing the word 
“SCHOOOI’ See that there is an extra letter “O” in the word. To 
remove the mistake move the cursor to the letter “O” and press the 
delete key. 


You will notice that the Delete key moves the cursor from left to right 
while erasing. 


See the words below and draw a box around the letter you have to 
delete to correct the spelling.Write the correct spelling on the given 
adjacent space. 

1. ICCECREAM. 

MMOUSE. 

KEYYBOARD 

INPPUT 

OUTPUTT 

COMMPUTER 

PRRINTER 


SPEAAKER 


10S MON Sree ar OA cb REN 


IINTERNET 


10. ACCCURATE 


Have you noticed the “Back space key” on your keyboard. The 
backspace key can also be used for deleting characters. The 
backspace key moves the cursor from right to left. 


Identify the following keys on the keyboard. 


1. Enter key 2. Shift key 3. Caps lock key 
4. Backspace key 5. Spacebar key 6. Delete key 
7. Escape key 


COECIJXCYXXUCE ES 
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Learning about some useful special keys 


There are a few keys on the keyboard which have words printed on 
them. 


Let us find out these keys and also find out what we can do with their 
help. 
Enter Key 


Let us find out the key with the word “Enter “ printed on it. (In some 
Computers in place of the word “ Enter “the word “Return” is printed.) 


The Enter key is very important for the following reasons: 


a. We press the “Enter” key only when we want the computer to do 
some activity. 


b. When we are keyingin words, pressing the “Enter” key tells the 
computer to send the cursor to the next line. 


ESC Key . 


Let us find out the key with the word.“ Esc “ printed on it. This is the 
Escape key. 


We use this key when we want to come out of whatever we are doing. 
Spacebar Key 
Let us find out the largest key in the keyboard. 


The Spacebar key is the largest key. It is used to create spaces. 
Can you read the given sentences ILOVECOMPUTERS ? 


No, because there are no spaces in between the words. 


Say if you have to type the sentence in the following way “I Love 
Computers” you can read it easily. 
You type in the following way : 


Type « I » 

Press spacebar key. 
Type *Love » 

Press the spacebar key. 
Type * Computers " 


If you press the spacebar key once one space will be created, if you 
press the spacebar twice two spaces will be created. Thus you can 
insert any number of spaces. by pressing the spacebar accordingly. 


How many function keys do we find on your keyboard? E 


Look at your keyboard and fill in the missing function keys in 
keyboard layout given below. 


ij JE E] Per T 0] (9E 


iii. Look at your keyboard carefully, how many of each of the keys 


do you find on your keyboard. 


Shift 
Enter 
Delete 
Tab 
Spacebar 
Alt 

Esc 


Caps lock 


TUCO 


Backspace 


i. 


ii. 


iii. 


viii. 


How many letters ofthe alphabet do you have on your keyboard ? 


Ans. |] E 


How many letters do you have in the alphabet ? 


Ans. e m i 


Which are the numbers you have on your keyboard? 


v [IIE 


Which is the longest key on your keyboard? 


a JL NÊ 


Which key sends the instructions in the computer ? 


ana. JI TE ja 


Which key cancels the instructions given to the computer ? 


v JEW LL 


i. Which key erases data from the screen from left to right ? 


= JEJEJEJEJLI 


Which key do you press to print capital letters on the screen ? 


OOOO 


What is a cursor ? 


When we look at the computer screen we find a line or a tiny solid 
rectangle blinking on the screen. This is known as the Cursor. 


The cursor indicates where the next letter, number or symbol will 
appear on the screen. 


Have you seen a mouse attached to your computer? 
A mouse is primarily used as a pointing device. 
A mouse may have two or three buttons on it. 


A mouse can also have scrolling facility in addition to its 
buttons. 


Two Button Mouse Three Button Mouse Scroll Mouse 


Where do we place the computer mouse ? 


We place the mouse on a mouse pad 
next to our computer. 


How do we operate the mouse ? 


We push the mouse along the mouse pad to operate the mouse. 


How is the mouse connected to a computer? 


A mouse is connected to a computer through a cable. 


How does the mouse help us in 
working on the computer? 


e A mouse helps in moving the 
cursor on the screen. 


e A mouse helps in making 
drawings. 


® A mouse helps us in surfing on 
the internet. 


Have you noticed that a real mouse 
has a lot of similarity with a 
computer mouse ? 


Mouse Pad 


Let us find out how a computer mouse looks similar to that of a 


computer mouse. 


The tail of a real resembles 
mouse 
The ears of a real resembles 
mouse 
The body of a real resembles 


mouse 


The Cable ofa 
Computer Mouse 


The buttons of a 
computer Mouse 


The body of a 
Computer Mouse 


What all can we do with the help of a mouse ? 


A mouse has three important activities. 
i. -Pointing. 
ii." Clicking 
iii. Dragging. 


Pointing : 


When we move a mouse along the mouse pad the cursor moves 
exactly the same way, we move the mouse. This is called 
Pointing. Say you move the mouse from left to right the cursor will 
also move in the same direction 


Clicking : 


We have seen that there are buttons on top of 
the mouse. There can be two or three buttons 
on a mouse. The mouse buttons works like the 
“Enter” key of the keyboard. Pressing a button means Clicking the 
mouse; when we click the mouse we tell the computer to do a 
specific job. 


Dragging : 


If you place the mouse pointer on any item on the screen and keep 
the left mouse button pressed you will be able to drag the item on 
the screen The mouse pointer will drag the item until you release 
the button of the mouse. . 


Initiial position of the icon Final position of the icon 
“Book 2” . “Book 2" 
(before dragging) Î (after dragging) 


What do we see beneath the mouse ? 


The mouse has a ball underneath it . 
As you push your mouse along the 
mouse pad, the ball underneath rolls 
simultaneously to move the pointer. 


Mouse ball 


Match the following : 


i. 


iv. 


vii. 


The cable of a computer 
mouse looks similar to 


The mouse moves along 
A mouse is a 


Pressing the mouse button 
means 


Pointing the mouse on an 
item while holding down 
the mouse button and 
moving the mouse means 


The mouse cable is 
attached to 


Underneath the mouse 
there is a 


viii. The mouse has two or three 


ix. The mouse help us in surfing P 


i ball 


ii. the computer 
iii. the tail of a mouse 


iv. in the internet 


v. pointing device 


vi. buttons on it. 


vii. clicking 


viii. dragging 


ix. mouse pad 


Monochrome Monitor Color Monitor 


A monitor is the screen of a computer. A monitor of a computer 
resembles a lot like a television.Whatever we type on our keyboard is 
displayed on the monitor. All the games we play, drawings we make 
or movies we see is displayed on the monitor of a computer. 


There are two types of monitors : 
i. Monochrome monitor 
ii. Color monitor 


Monochrome monitor : Monochrome monitor displays data (Text, 
Number and Images) only in black and white. 


Color monitor : Colour Monitor displays data Text, Number and 
Images) in colour. 


The screen of computer monitors comes in different sizes ; some are 
small others are big. 


You may find monitor screen sizes of 14”, 1 Oe T etc. 


A Printer is a very important output device. A printer is used to print 
words, numbers and pictures which are stored in the computer. A 
printer uses paper for printing purpose. There are different types of 
printers available for use. 

Different printers have different speeds and characteristics. 

Some of the printers commonly used are : 


1 Dot Matrix Printer 
D Inkjet Printer 
3: Laser Printer 
Type of printer Where do we find them 
x 3 E] 
Dot Matrix Printer You will find these 


printers in Railway. 
Reservation Counters, 
Banks, Accounts offices” 
elc. This printer prints” 
| text, numbers, images: 
etc. in the form of dots. 


Inkjet Printer You will find these 
printers at homes, small 
offices. These printers 
print in both black and 
colour. 

Laser Printer 


You will find them in 
various big offices where 
prining job is done in 
huge amount. These 
printers produce the best 
quality printing at a very 
high speed . 


Some important points to remember: 


r 
wr 


A Printer is attached to a computer with the help of a cable. 
The printout which we get from a printer is also known as 
“Hard copy”. 


A laser printer can print at the fastest speed and is the most 
expensive amongst the three types of printers. 


Photographs from a Digital Camera can also be printed through 
a Desk Jet Printer. 


What type of Printer do you have in the computer room in your 
school ? Bs 


Where have you seen a DeskJet Printer ? 


Where have you seen a Laser Printer ? 


Now we will learn about some other important peripheral devices 
which may be attached to a computer for carrying out specific 
activity. 


Joystick : 

A joystick is an input device primarily 
used for playing computer games It is 
sometimes used in place of a mouse. 


Web camera : 

Have you seen a webcamera? 

A web camera may be atttached to a 
computer for recording moving 
pictures and sound. In case your friend 
stays very far away from your city you 
will be able to send your photograph 
and your voice through the internet as 
you move and talk. 


Modem : 

Why is a modem attached to a computer? 

A Modem is a hardware part attached to a computer 
to connect it to the Internet. The modem does this job A 


by sending and receiving information over telephone © 
lines. 


A modem is also known as a communication device. 


Scanner: 

A scanner is an input device that can read text or 
pictures from a paper of a book, comic, 
magazines etc. and transfer the data into the 
computer which we can see on the screen and 
save it for later use. 


Some important points to remember: 


PF 
oe 


A Printer is attached to a computer with the help of a cable. 
The printout which we get from a printer is also known as 
“Hard copy”. 


A laser printer can print at the fastest speed and is the most 
expensive amongst the three types of printers. 


Photographs from a Digital Camera can also be printed through 
a Desk Jet Printer. 


What type of Printer do you have in the computer room in your 
school ? 


Where have you seen a DeskJet Printer ? 


Where have you seen a Laser Printer ? 


Where do we store the names of our friends ? 


We store the names of our friends in our memory. 
Our memory is located in our brain. 

Where do we store the rhymes which we learn ? 
In our memory. : 


Similarly a Computer has a memory in which it can store huge 
amount of data. 


In case we have thirty friends in our class we can remember their 
birthdays in our memory but in case we have one hundred friends we 
will not be able to remember the birthdays of so many friends. So we 


maintain a note book where we write down the names and birthdays 
of all the hundred friends. 


Similarly when the memory of the computer gets full it stores data on 
various devices called Storage Devices. 


Where do we store data ? 
To store dataina Computer we use storage devices. 


The most common Storage devices used in a computer are: 
1. Hard Disk Drive. 


2. Floppy Disk. 
3. Compack Disk or CD. 


| 


Floppy Disk Drive ( FDD ) 

Floppy disks are used as storage devices 

They can store data upto 1.44 Megabyte(MB) 

They come in a square jacket and have four sides 
measuring 3 LA ( three and half inch) on each side 
To run a floppy disk we have to insert it in a 
Floppy Disk Drive. 

The Floppy disk drive remains fixed in the cabinet 
of a Computer. 


Hard Disk Drive ( HDD ) 

The Hard Disk Drive of a computer. 
can store huge amount of data and is 
placed within the cabinet and is not 
visible from outside. The speed of a 
hard disk is very high thus the time 
taken to process any data is very fast. 
A hard disk can store huge amount of 
data say around 40 gigabytes, 80 
gigabytes etc. 


Compack Disk ( CD ) 

Compact disks are popularly known as CD. 

They are used as storage devices. 

The can store data upto 700 Megabytes of data. 
They are circular in shape. 

To run a Compact Disk( CD) we have to insert it 
in a CD Rom Drive. 

The CD Rom Drive remains fixed in the cabinet of 
a Computer and can be seen from outside. 


1. Do not put your floppy disk near heat. 


2. Do not put your floppy disk in water. 


3. Do not keep your floppy disk near to 
any drinks or food particles. 


4. “Do not bend your floppy disk. 


Say, we want to store data from our computer. Where 
should we store the data? 
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Knowing about the Operating System : 


Operating system is a software which allows the user to interact with 
the computer. [ We will learn in details about operating system in our 
higher classes. ] 


In this class we will learn in brief about Windows Operating System. 


When we switch on the computer, Windows operating system gets 
loaded into the memory of the computer automatically. You will see 
several small pictures displayed on the screen with captions under 
them. ; 


The background of the initial screen of Windows operating sysytem 
displayed on the monitor is called the Desktop. The desktop displays 
the main programs which are stored in the computer in the form of 
Icons. 


What are Icons ? 


The desktop contains several small pictures called icons. Each of the 
icons represent a specific program or software. 
How to see what is inside these icons? 


To execute the software present in the icons you have to first place 
your mouse on the icon and then double click the left mouse button 


on it. 
What is that long strip at the bottom of the Desktop? 


There is a long strip like bar known as the Taskbar which runs all 
along the bottom ofthe screen. 


This bar contains icons which indicates the programs that are open. 
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What do we do with the Start button ? 


You will find a button at the extreme left corner of the taskbar. 
Clicking on this button will display a menu. Some icons of this menu 
may have triangular indicator on the right end. This represents that 
these programs has got submenus. Placing the mouse pointer on 
these items will display the submenu. You can execute each of the 
programs by clicking on them. (Tell your teacher to execute some 
programs by clicking on the icons) 


Why do we see three buttons on the right side of every 
window ? 


On the extreme right hand top most corner of every window you will 
find three buttons placed adjacent to each other. These buttons are 
known as Control Buttons. The function of each of the buttons are 


given in the table below. 


Control Buttons 


Buttons 


Minimise Button 


(mi 


Maximise Button 


Close Button 


What does it do? 


Clicking on the Minimise Button with the 
left mouse button minimises the size of 
the window of thes presently active 
program. The mimised window is 
displayed on the taskbar as an icon. 


Clicking on the Maximise Button with the 
left mouse button maximises the the size 


of the window of the presently active 
program. 


Clicking on the Close Button with the left 
mouse button closes the presently active 
program. 


How to shut down the computer ? 


> 
> 


Click on the Start button ` 
Click on the Shut Down option. 


[Ask your teacher regarding these steps] 


Option - I 
If you are working on Win 98 the following window will be displayed 


> Click on the OK button. 


You will find the power supply button attached to the cabinet 
gets automatically switched off. 


> Switch off the Monitor. 


Option - II 
If you are working with Win XP the following window will be 
displayed 


Turn off computer 


Hibernate Turn Off Restart 


> Click on the Turn off button. 
You will find the power supply button attached to the cabinet 
gets automatically switched off. 

> Switch off the Monitor . 


Do you know how to play video CD or an Audio CD to watch a movie or 
listen to music ? 


These facilities are available in the Windows Operating System 
To play the Audio CD follow the given steps : 

1. Click on the Start Menu 

Move your pointer to Programs. 

Move your pointer on Accessories. 

Move your pointer on the Entertainment option. 
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5. Now click on the CD Player option. 


The Audio CD in your CD Rom Drive will start playing and the sound 
will come from speakers. 


Let us see the steps to watch a movie by playing a Video CD. 


1. Move your mouse pointer on Program 
( Program Menu is highlighted) 


2. Move the mouse pointer to Accessories. 
(Accessories is highlighted). 


3. Move the mouse pointer to Entertainment 
(Entertainment option is highlighted) 


Click on Window Media Player Option. 

5. Click on open option from File Menu and select the track you want 
to play. 

Click on Open Button. You can watch the movie on the computer. 
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Teacher’s Note: In case of Operaing system is Windows XP , You can 
play both Audio and Video CD through Wndows Media Player option.] 


Making a painting in a easy way with the help of a computer. 


We have all learnt to make paintings using paper, paint box, 
water, drawing board etc. 

Now you will learn to make paintings through brush, pencil, eraser 
and many other tools just by selecting them through your mouse. 
This facility is available to us through the software Microsoft Paint. 


The Paint screen consists of Menu Bar, Tool Box, Drawing Area 
and Colour Palette. 

On the extreme left of the paint window you will find a box 
displaying several drawing tools. This box is known as Tool Box. 
Each of the tools of this tool box help us to make drawings. At the. 
bottom of the paint window you will find many colours displayed in 
a box. This box is known as the Colour Pallette. You can add colours 


to your drawing or painting by selecting colours from the colour 
palette. ; 


Drawing Area 


Colour 
Pallette 


Let us see the Tool Box of the Paint Software. 
Tool Box 


Free-Form Select——® {A} {7} «4—— Select 
Eraser / Color Eraser---» @ N 
Pick Color---> 21Q 
Pencil—» ¢ TA aiio iili 

Airbrush —» f| A 

Line—» 

Rectangle. —> O 
Ellipse—3» C 


You have just learnt about the Colour Pallette which is found at the 
bottom ofthe paint screen on the left hand side. 

At the extreme left corner of the coloue palette their is a provision of 
selecting the foreground colour as well as the background colour. 


|4—— Polygon 
J ¢— Rounded Rectangle 


By clicking the left mouse button on any colour on the colour palette 
the foreground colour is selected and by ‘clicking the right mouse 
button on any color of the colour palette the background colour can 
be selected. 


Foreground 
Color 


Background 


Color Colour Pallette 


Free - Form Select Tools 
î ; a4 Ê 
Select Tool - e "E. 


What all we can do with the help of the Select Tools ? 


Select tools are used to select the whole or part of any drawing or 
painting. We can make modifications with the help of Select tool by 
adding or deleting part whole of a drawing. We find two options 
within the Select tool. 


i. Free-Form Select Tool 
ii Select Tool. 


Step 1 
Click on the Select tool or the Free-Form select tool. 


Step 2 


Press the left mouse button and drag over the part of the drawing 
which you want to select. 


Step 3 
Release the mouse button. 


You will notice that when you use the select tool a rectangular 
dotted box is formed around the object selected , thus you can 
select only a rectangular portion of a drawing. Whereas through 
the help of free - form select tool the selection can be made on any 
nonuniform area of a drawing as per the user's requirement. 


Let us see the example below.In case you want to select one of 
the eyes, nose and the mouth together, it will only be possible 
with the help of the Free-Form Select tool but not with the 
Select Tool. 


Selection with the help of Selection with the help of 
Free -Form Select Tool Select Tool 


[Teacher's Note: Teacher to explain the difference between the Free- 
Form Select and Select tool with the help above figure] 


Eraser Tool GP 


Why do we use the Eraser Tool ? 

In case you make a mistake while making a drawing you can erase 
the mistakes with the help of the eraser tool. This tool is quite 
similar to the eraser which you use in your drawing book. 


Step 1 
Select the tool with the help of your mouse. 
Step 2 


E 
E 
Select the size of the eraser from the various Ci 
options available. E] 


Step 3 


Holding the left mouse button drag over the 
unwanted part of the drawing to erase it. 


Part of the drawing 
be erased, 


Before Erasing While Erasing After Erasing 


Pencil Tool / 


Why do we use Pencil Tool ? 


We use the pencil tool just like an wooden pencil to make various 
drawings and also draw sketches. 


Step 1 
Select the pencil tool by clicking the mouse button on it. 


Step 2 
Select the color of the pencil nib from the color palette by clicking 
on the desired colour. 


Step 3 


Hold the left mouse button and drag the pencil tool on the Paint 
screen in any direction you like. 


Sketch drawn by the Pencil Tool. 


Magnifier Tool 


Why do we use Magnifier tool ? 

This tool helps us to see any part of our drawing in an enlarged view. 
Step 1 , 

Click on the Magnifier tool with the mouse. 1 4c 
Step2 

You will notice a box pointer appears on the drawing 2x ê 


screen. Place the box pointer on any part of the 

drawing you want to see in an enlarged view and click 

the mouse. 5x [| 
To get back to the original drawing click on the 

magnifier tool again and just click anywhere on the Öz E 
drawingarea. -> 


The enlargement can be of different resolution. 


Magnifier Tool 


The leaves of the tree in the 


Selection of the part of the drawing magnified form 


with the help of Magnifier Tool 


Airbrush Tool 


Why do we use the Air Brush Too] ? 


You can spray colours 
through the help of Air 


Brush Tool to make your te N 


drawing look interesting. 


Click on the airbrush tool. 
Select colours of your choice 


and spray colours on your „ Picture drawn with the 
drawing. help of Air Brush Tool 
Text Tool A 


Many a times it may happen that we have to write something along 
with the drawing for giving a caption. 

Text tool is used to write text on the paint screen. 

With the help of Text tool we can do the following jobs: 

9 Create messages on Greeting Cards. 

9 Give a caption toa picture. 

How to insert a text on the paint screen? Caption typed Santa Claus 
® Click on Text Tool. through Text Tool 


9 Move the mouse to drawing area and drag the mouse to select the 
text area in which want to type any text. You can change the size of 
the text as per your requirement from the options available. 


Fill with color [e] 


What do we do with the help of the Fill with Color Tool ? 


We can fill up any area with a colour of our choice with the help of 
this tool. But you have to remember that the area which you want 
to fill up with colour has to be bound on all sides . 


Let us understand it with an example. 
This circle can be filled up with any 


colour of. your choice because it is 
closed on all sides. 


F 


This circle cannot be filled up with 
any colour of your choice because it is 
not closed on all sides. 


This square shape can be filled up with 
Colour because itis closed on all sides. 


This square shaped cannot be filled 
up with Colour because it is not 
closed on all sides. 


Slib amidina 
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Pick Tool : 


This tool looks almost like an ink dropper. 

What can we do with the help of Pick Tool ? 

In case we want to reuse any colour from an existing coloured picture 
of our drawing board and use the colour elsewhere on the drawing 
board this tool comes to great help.While using this tool we do not 
have to choose the desired colour from the colour palette. 

Step 1 

Click on pick tool. ~ 

Step 2 

Click on any colour of your choice already existing on the drawing 
board. 

[Let us say, we choose the pink colour from the straw to colour 
the drink in the second glass.] 

Step 3 

Click on the desired area of your drawing to fill it up by using the Pick 
. tool. While clicking on the new area which needs to be coloured you 
will notice that the pick tool takes the shape of “Fill with colour" tool. 


v 


: Reusing the pink colour of the 


rti ^ | straw to colour the drink 


Reusing the pink colour of the 
straw to colour the drink 


Brush Tool 


What can we do with the help of the Brush tool? 
The brush tool has the same function as a painting brush. 


There are different thickness and shape of the tip of 
the Brush tool available with MS paint. 


Select the colour of the tip of the brush by clicking the 
desired colour on the colour pallette. 


Step I 

Select the brush tool by clicking the mouse button on it. 
Step II 

Select the thickness from the options available. 

Step III 


Select the desired colour of the brush tip from the colour palette 
available. 


StepIV 


Keeping the left mouse button pressed, drag the brush tool on the 
screen and create an interesting painting. 


In this class we will learn the use of a few selected tools which are 
required for drawing simple shapes. In the next class you will learn 
about the remaining tools which help us to draw more difficult shapes. 


(Tool) 


Line tool is used to draw a line. To SNR 
È 


draw a line you just click on Line tool 
and drag the mouse on the paint 
screen till the desired size is acheived 
and then release the button. 

[N.B. To draw a straight line you have 
to press the Shift key while dragging 
the mouse on the screen] ; 


Rectangle tool is used to draw a 
rectangle or square. To draw a 
rectangle you just click on 


rectangletool and drag the mouse on Rectangıe 
the paint screen till the desired size 
is acheived.and then release the i 
button.[N.B. To draw a square you ue 
Rectangle | have to press the Shift key while 
Tool dragging the mouse on the screen.] Square 


Ellipse tool is used to draw an ellipse 
or a circle. To draw an ellipse click 
on the ellipse tool and drag the 
mouse on the paint screen till the 
desired size is acheived and then 
release the button.[N.B. To draw a 
circle you have to press the Shift 
key while dragging the mouse on the 
screen.] 
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Ellipse 


Ellipse 
Tool 


Iam sure, all of you are very much acquainted with the word Internet. 


Now a days, every one in this world wants to share information with 
each other. 


This has been possibe by connecting several computers to each 
other. 


Let us understand it in a simple way. Say 
you have got a computer and your father 
has got another computer which are 
connected to each other. This connection 
between your computer and your father’s 
computer has been done using a 
technology known as Local Area Network 
or LAN . 


Again say your friend living in a different country has a computer 
and his brother has another computer which are connected to each 
other. So their computers are again connected through Local Area 
Network or LAN, 


Now imagine their network gets connected through some technology 
to your network What fun !! You can share his games and he can 
share your games. This way more and more networks all over the 
world can be connected to each other through Networking 


technology. Essentially this is what the Internet is. A World Wide 
network of networks. 


With so many computers connected to each other there are a lot of 
things we can do. 


What all can we do through the help of Internet? 


With the help of internet we can do the following things: 


i. Access Information 
ii. Display Information 
iii. Communicate through Internet 
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Access information : 

Say you want to go on a holiday to a new place in Himachal 
Pradesh and you want to know about the climate and 
temperature of the place so that you can decide whether to take 
woollen clothes or light clothes. Any such information are very 
handy in the Internet and you will be able to receive all 
information in a matter of seconds. 


Display Information 

Say you can write interesting poems and you want every one 
in the world to know about it;you can easily display your 
creativity in the form of web pages with the help of software 
tools. 

[ Ask your teacher to show you some webpages where people 
display about themselves, their interests etc.] 


Communicating through Internet 

The primary means of communication on the Internet is via e- 
mail.( e-mailis the short form of electronic mail)So far people 
used to send greetings Cards, letters through post offices and 
it took a very long time. 


In these days of e-mail, sending a message from one corner of 
the world to the other corner through the internet takes only a 
few seconds. In this process the most important thing you 
have to remember is the e-mail address of your friend to whom 
you are sending the letter. 


Jack. 


An e-mail from Jack to Jill 


To have an internet Connection on a computer these are the following 
requirements : 


i The computer should be connected to a modem. 

ii. The modem should be connected to the telephone line. 

iii. The computer should be loaded with a browser software. 
[ Ask your teacher which browser is installed in your school 
computer ] 


iv. An Internet connection from an Internet Service Provider (ISP). 


| Ask your.teacher to connect your computer to the internet and show 
you sitesfoismalfehildren ] 
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